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ORCANIZATIOR AHD METHODE StHVIC:
SURVEY HoiORT

LUBCTT  Central Processing of Travelsrs

25X1A 1. PROBLEH. The problem approached by this report is the elimination of
duplication of effort betwsen the Central Processing Branch, Personnsl

mml Office, snd the Passenger Hovement Branch,
R, Logistics (ffice.

2. FACTS BBARLNG ON TH: PROBIAM. Meetings were held in the Lffice of the
ALL/A on 15 April and 3 Juns 1953, st whioh determinations were reached
as indicated Attechments A and P, Memorandums for the secord prepared
by Special Assistent to the [1/i. :

Following thess meetings, representatives of the Personnel Office and
logistics Office agreed to establish a committes to work out the details
of the decisions indicated by Attachments 4 and B, This committee pre-
pared & proposed distribution of cuties and responeibilities for the
processing of travelsrs, Attachment C.

3. DISCUSSICN AXD COKCLOSIU

25X1A9a

b.

d.

In genaral, Attachment C provides that the work of processing travelers,
for both oversess and domestic travel, should be dome by CPF. It alsc
provides that the LO has staff snd technical responsibility for trans-
portation mstters, and that the more technical sspects of processing
Aravelers, such ss handling personal effects (unsccompanied “aggage,
household goods, sutomobiles; should remain in F:B.

In order to sccomplish this, authority to secure trsnsportetion should
be delegated to the Al/Personnel which he may redelegete ss necessary.
4 propesed delsgation of Authority, Attachment i, has been prepared.

X1A

Attachment C, parsgraph L, provides for tentative tables of organisa-

tion for (PP and ¥R toum.ng_ Sinee CPR bas been 25X9
planning & review of its entire T/0, it is believed thet the esteb-
lishment of detailed T/0's for the travel processing funetiom should

Dis]oo.*cld' .b\{ buck shie
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be made the subjeot of s separate study with the understanding that
the mmbdber of positions will not sxceed the totals shown for sach

25X1A ’ 1-0_1n CPE Travel Section and
25X1A

¢. As indisated in Attachment C, peragraph é, implementation of this
proposal depends upon the aveilability of spsce. Subject to prompt
sutmission to Ceneral Services of Persomsl Office reguirememts ss
W partitions, telephone and other service facilities for CFE, the
space may be available Yy 3 July 1953.

he HRECOMSEKDATIONS, 14 is recommended that:

8. Attachment C, Proposed [istribution of iuties and Hesponsibilities
for the Proocessing of Travelsrs, be approved.

b. Attachment ', lelegation of Authority to the Al/Personnel, be
approved by the Chief of logistics.

c. Attachment i, Proposed change im Hegulation -paragnph 7£(11), 25X1A
be approved.

d. The Fersonnal Cffice and Logistics Lffice, in cooperstion with 4H
fervice, recommend ss promptly as possible detalled T/ 's to confors
to the requirements of the work as provided herein.

¢, The implsmentation of this proposal be msde effective with the
availability of additional space for CFR.

f. The Gik Service ba directed to assist the CFB and F¥B in the imple-
aentation of the procedural changes contemplated ty Attachment C.

(s)
W. L. PEEL
I have signed attached delegation Hanagement CIficer
- of authority in compliance with the directive of the ADDA. Although
Conourrences;] do not concur with the organization herein proposed, because I am
of the opinion that it violateé the principles of centralized
administration, this Office will render all possible assistance to

(s s A, Garriso 20 July 1953 make the plan work.
ETY P U% Tate

(s) George E. Meloon )

for 19 June 1953 ¢
(s) Howard J. Preston

for 19 June 1953

APPHOV tls Bubject to axceptions stated on

Distributions JOCMRDEIYY LD . _ 3
3=CL . . Z. S

l~Pars, Dir,
Syecs. o
Secur r Intormador” )
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Approval. by the Acting Deputy Mrectar(’dministretion) of the Yrgenization
and Methods Survey rt, dated 22 Jul trel P . v
iljnﬁgmn;u:t@nt?qmuﬁw gn'yﬂuﬁb,'tamuml rocessing of Travelers”

Paragraphe 3.be and Li,b, are smended to provide that suthority to secure
ttunmxnﬂm&iaahn:h&awﬂuﬂ'u:th-iﬂﬁnf,(hnﬁrﬁi?wemmmingikmma;wmituu
m,mmmcmmm«mgm,mumwwmuﬁ.m
Directer (Personel).

7]
L. K. "HITE
Acting Depaty Director
{ tdministeation)

JUL 2% 54
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15 April 1953

MEMORANDUN POR THE RiCORD »
TIHs :+ 9330 @.m., 15 4pril 1953 4
FLACL 3 Colonel white's fffice 25X1A0a

25X1A9a

bhiSnN's Colonel ®hite, mand lessrs. Heloon, Carrison,
(Leputy Chief, Tranapo on livision}, Saunders, Peel,
25X1A%a (06 txsxdner), snd [N 25X1A9a

SURJECT: Functions of the Central Processing branch, Personncl Office, and
the Passenger rovement Rranch, Logistics Office

1. A meeting was called to discuss the functions of the Central Processing
Branch, Personnel Office, and the Fassenger Movement Branch, Logistics Office »
in relation to the over-all prodlem of developing the most effective methods
for facilliating oversess travel Y ipancy persormel and their dependents.
Colonel White opened the discussion with & review of the operations currently
perfomed in connection with the processing of overseas travel. Ke made the

" observation that besed on his own survey of the Central.Processing Branch
it appsared that the "ranch Chief wss & conscientious and competent person
who ves striving ¢o carry on the operstions with maximwm eonvenience to over—
seas t{ravelers. Colonel %“hite spoke at some length about the Piinciples which
he felt should govern in orgenising and staffing the funotium of preparing end
agsisting Agency persomnel for traveling overseas: -

8. Certain functicns now performed by the Fasgenger Movement Kranch
should be transferred to the Travel Section of the Gentral Processing
Branch in order to accomplish more effecient operation sand to eliminate
the basis for some current confusion. Specifically, such ectivities as 3
contacting carriers and pioking up tickets should be carried ¢ irei-
dentally with the function of planning itinersrias. Presently, 1tin-
eraries plamned by the Central Processing Branch cannot alvways be carried
out by the Pessenger Hovement PBranch in its neogotiastions with carriers.
Joining sll of these operstions under the direction of the Central
Processing Branch will do away with the confusion crested by the present
arrangements. :

€

be In order to provide unified direcyion in the performance of the

processes involved in assisting the overseas travelers and their de-
pendents, the Central Frocessing Hrench should be charged with the
responsibllity for all of these operations. The Central Processing
Eranch should be equipped with a table of organization which reflects
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this over-all responsibility. towever, the Chief of Logistics should be
responsible for furnishing technicsally competent persomnel to staff those
positions which make up the table of organisation of the 7ravel Section of
the Central Processing Pranch. In all likelihood, these employeces should
have a Logistics Office carcer designation snd be under the jurisdiction of
the Career “ervice Fosrd esteblished for the .ogistics (:ffice. is vacanocies
develop in the Travel &ection, the Chief of the Central Processing Pranch
should receive nominations from the Logistics (ffice for filling these
positions. Also, the Transportation Civision would be expected to supply
techrical assistance to the Central Processing Branch with respsct to the
performance of transportation sspects of the functions of the Branch. In
addition, the Transportation iivision might wish frow time to time to survey
this phase of the work of the Central Frocessing Branch to insure proper
adherance to /gency-wide transportation standerds.

2. ¥Mr. Carrison agreed that if he were empowered to ¢o so he would delegate
sufficient authority to the Central FProcessing Branch to permit the consolidated
operstion outlined by Colonel white,

3. Although the meeting had been convered in connection with problems
of overseas travel, Colonel White remsrked that he could sve no resson wiy
domestic travel sbould not alsc be handled by the Uentral i'rocessing Pranch.
He directsd that the necessary procedures be get up to inesure that in the
future the Contrsl Frocessing 'ranch be made responsible for this function.

ecy AlL/A
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3 June 1953

MeMOHANDUM FOR THE RECORD

TIKE 3 10:45 a.m., 3 June 1953
PLACE ¢ Colonel White's 0ffice

Pl sHT: Colonels White, and Messrs. Melcon, Peel,
25X1A%9a

SUBJECT: Functions of the Central Processing Branch, Personnel Uffice, and
the Passenger Hovement Branch, Logistics (ffice

25X1A9a

1. } wmeeting wee oslled %o review prior disocussions regarding the &
organization and functions of the Central Processing Eranch in relation to
recoxmendations subsequently msde by the Loglstics Office on this subject.
Colonel ¥hite began the meeting with s summary of the difficulties which
confronted oversess travelers prior to the establishment of the Cantral
Processing Branch. To overcome procedurea which required personnel to ge
from office to office in preparation for travel, there was estsblished
shout two years sgo & central location whers, insofar as possible, asaistance
could be furnished the travelsr snd all processing requiring contect with him
could be accomplished or coordineted. Im order to perform the wvariocus -
sctivities which comprised this all-round service each administrative office
concerned detailed emplayees to the central sctivity. In time, this lstter
arrangement proved unsatisfactory, since no provision was made for unified,
adzinistrative direction of the various operations. Consequently, the
Central Frocesaing Branch was established with its oun teble or organisstion
to provide for personnel to carry on its mission under the administretive
controel of a Branch Chiaef. In general this arrangement constitoted g grest
improvement, slthough it became apparent that more efficiency could b
attained Ly eliminating certain operations duplicated by the Central
Processing Pranch and the Fassenger Fovement Branch.

2. Colonel White stated that he remained convinced that the principles
outlined at the meeting on 15 April 1953 to govern the organisation, staffing,
and functioning of the Central Processing Eranch were the concepts to be
applied. He felt thet comsidersble iime and effort had beon expended
fruitlessly, since the agreements resched at the 15 April 1953 meeting were
of a final nature. Insofar as possibls, the centrasl objective to be sought
in organizing the Central Procemsing Pranch is to provide s single point of
contact to which personnel who are to travel, or have completed travel, may
go to comply with the necessary administrative requirements which are
incidental t 0 such travel and to receive such guldance and sssistance &s
ray be desired. GEtach of the sdministrative offices is technically
responaible for the perfomasanoe by the Central Processing Irench of those
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operations which correspond to the genersl functional responsibilities of

the particular office. Accordingly, the Chief of the Transpertstion iivisice
has the same steff and technical responsibility for the work of the Travel
fection, Central Frocessing Branch, that he does for travel operations per-
formed Ly other elements of CI: over which he likewise does not have day-to-
dsy commend authority. This steff responsibility is exercissd through such
methods es (1, referring qualified candidstes to the Chief, Central Processing
Eranch, to fill vacancies in the Travel Section, (2) giving technical guidance
to the functioning of the Travel tection's work through issuance of genersl
policy and procedurs regulations, development of ferms and reporting require-
ments, snd (3; suditing performance.

3. In concluding the discussion, Celonel vhite reaffirmed the instruc-
tions stated at the 15 April meeting. Summariszing thuse, he ssid that,

a. Consistent with the concept of centralized operations located
in the Central Processing Eranch, the sctivities whieh fall in the category
of transportation of persounel and their dependents should be performed
by the Central Processing Eranch, or at least the Central Processing
Branch should be responsible for sceing that these activities are
performed.

b. Yo eliminates as much as possible duplicate correspondence,
additional forms and reports, and unnecessary liaison between the
Transportation I4vision and the {entral Processing Brench, the 7rans-
portstion livision should delsgate to the Central Frocessing Branch
suthority for performance of functions consistent with the objective
to furnish maximum survice to travi.lors at ons point.

c. Tased on the foresoiny principles, the Central ‘rocessing
Branch and the Trasmsportation l'ivision should develop an agreement
a8 Lo orgsnizing, staffing, snd opsrating the transportation function
in the Central Processing Pranch. This agreement should achieve:

(1) A proper division of laher between the two orpanisations,
based on the general principles defined st this and previocus
mettings.

(2) Kaximum efficiency f opsrations.
(3) ¥inimum duplication of work.

(L} & staffing pattern which does not exceed the totsl
which wes in effect when the functions were separately per-
formed by the Fassenger Movemeént “ranch snd the Central
Frocessing Branch. Freferably, some reduction should te
reslised through the consolidation.

25X1A9a
Lpewcial Assistant
to the Li/a
£ 8 /DLAITCKs Job
g6t LI'/A chrono
rr/a subject
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PROPUCED DISTRIBUTION OF LUTILS AND RECPONSIBILITILES
FOR THk PROC:SSING OF TRAV-LEHS

PROBLLM¥. The purpose of this proposal is to set forth the ateﬁs neceg-
sary to implement decisions stated in stbachment C to memorendum daoted
& ¥ay 1953 from the AID/A to the Management Officer.

POLICIES., The sbove mentioned memorandum stated the following policies:

a8, Certain functions now performed by the Passenger Movement Hranch
should be transferred to the Travel “ection of the Central Processing
Branch in order to accomplish an efficient operation and to elimi- .
nate the basis for some current confusion, Gpecifically, sueh (:
sctivities as contaeting carriers ang plciking up tiekets szhounld
be carried on incidentally with the function of plarning itineraries.

L. In order to provide unified direction in the performance of the
processes involved in aspisting domestic and overseas travelers
and their dependents, the Central Processing Branch should be
charged with the responsibility for all of these operstions.

2. The Central Processing Pranch should be equipped with a table of
orgenization which reflects this over-all responsibility.

d. The Chief of Logistics should he responsible for nominating and
recommending qualified technical emplayees for the Travel Section
upon requesi from the Central Processing Branch., Such employees
should have s Logistics Gffice career designation and be under the
Jurisdiction of the Career ‘ervice Board established for the
Legisties Office, )

€. The Tremsportation Iivision would be expected to furnish normal
technical staff sssistance, guidance, and sdvice with respect o
the performanee of technical transportation functions of the
Central Processing Braneh and to survey the performance of such
functions and make appropriate recommendations.

f. The Ghief of Logistics should delerate authority to Central Process-
ing Branch t inour expenses in connection with its trensportation
functions.

g+ Domestic travel should be handled by Central Processing Franch.

PROCEDURES. ‘The following procedures will be performed by CPR and IuB
88 indicated: '

SECRET
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8. Travel

(1) Employees. CPE will imterview the traveler, prepare bis itin-
erary, make his reservations, seoure his ticksts, deliver the
tickets to him, and certify the carrier's will or furnish the
Comptrolier sppropriate advice in lieu of certifying the bills.

(2) b ents in H uarters Ares. 7hese will be processed by
in the same manner as employees, (1) above.
(3) Lependents Cutside lesdquarters irea. Thess will be processed
by CPE through the intarview with the employee and by corres-
ponding with the dependents. U(ensrslly, the same forms snd

procedures presently in use in PP will be used by CvP for
this purposs.

b. wffects

(1) !naccowpanied Faggege. CFR will brief the traveler, assign
an identity number for the shipment, and, sxcept where the
traveler pays cash for shipment of this baggage, complete
shipping data form and send sald form to PR. ipon receipt
of shipping data form, P»F will complets and send to CFE &
Covernment B/L if necessary, which will then be turned over
to the traveler. P¥F will make all arrsngements with carriers
for transporting baggege, will follow up on shipments to se-
cure expeditious movement, and will certify carriers' bills.

(2) Household. CFE will brief the traveler, asslign an identity
nunber for the shipment, where possible have the travsler in-
dicate a preferred packer from a list of packers with whom the
i) has made contracts, select the packer based on a reasonable
distribution of business smong the peckers listed, and prepare
a shipping data fors which will be immediately sent to Fik.
PB will make all arrangements for packing, orating, and trans-
portation (including arrangements with militery services if
effects are to be transported by Arxy or Navy), will follow
up on shipments to secure expediticus movement, and will cer-
tify carriers' bills.

(3) sutomobiles. CPE will brief the traveler and assign an iden-
tity number to the shipment. Where possible, CPR will arrange
to have the traveler deliver his car %o the port. If there
is sound reason for heving the igency deliver the csr to the
port, PMP will arrange for such delivery. The shipping data
form will he completed by CPR and sent to PNH, PEY will
srrange for all processing of the cer, will srrangs for handling
by the carriers, will follow up on shipments to =ecure expe~
ditious movement, snd will certify carriers' bills.
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¢. Papsports, Visss, snd iCC Cards. CFB will brief the traveler on
sll detsils pertsining to these ftems, will amsist the traveler
in completing necessary forms, and will arrange for pick-up and
delivery of these items.

d. {ables.

(1) Travelers. :Ti cables will be prepared bty (PP and celivered
to the appropriste releasing division.

(2) Effects. :iT: cables will be prepared by PP and delivered to
the appropriate releasing division.

e. hkefunds. CPP will handle the return of unused tickets following
the same procedures and using the same forms as are presently
being used Yy PR,

TAELES OF OnGANIZATION. As 8 result of a study conducted by O Service
{staff study dated 2-(~-53) the following workload data was secured:

k varage mntnh workload . . . . o 2 o & ¢ 4 ® 0 8 s s h ?h CEses
& veragea M‘W s per month {i%0 4 C FE) o & o s B s e s » 3 &‘é
'ases p!&!‘ M'w e ® B s e & B R % 8 8 8 P " 8 & 8 % @ 102

25X1A9a

Based on this material it was recosmenced thaet 8 7/ o be estab-
lished for the complete travel processing function (i ng stipment
of «ffects}. This wuld purmit the accomplisiment of a peak losd of
over 600 cases per month. 55X1A9a
The follewing proposed T/0's are based on the recomsended total of i
positions;

25X1A9a

.3-
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1PLLHRETATION,  The following actions are required to carry out the
directives contalned in the All/A'e memo of & vay 1953:

b.

Ce.

d.

L D

Establishment of the detailed T/0.

Approval of the distribution of duties as provided YWw Section 3
hereof.

ielegation of suthority fros the Chief of ilogietics to the
Fersonnel Gffice.

Allocation of space to permit the CP'P to accommodate additionsl
personnel.

Transfer of certain personnel fram P¥E o (¥B.

LFFiCTVe LaTa. I'we to the present space situation, it is recommended
that implementation of this proposal be mads effective with the aveil-
ability of additional space for CFE. It is expected that this will
occur before 31 July 1953. tHowever, if arrsngemcnts coulc be made for
additional space pending the general move expected to occur in July,
this proposal could be implemented at an earlier date.

i
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JUL 24 153

DELEGATTON OF AUTHORITY

1. Pursuant to the bagic delrgation of authority from DCT to the
Chief, Procurement and Supply Office, dated 1 December 1950, authority is
delegated Lo the Chief, Central Processing Branch ami the Chief, Travel
Section, CPB, as follows:

a. Procurement of transportetion for Agency employees performing
official travel, including transfers from cne official ststion to
another and temporary duty travel, toth domestic and foreign, and for
dependents of Agency employees.

be Procurement of accommodations in excess of loweet Pirst-class
rate for ihe facility used when the luwest first-class accommodations
are not avalilsble, procurement of commartments or other sccommodations
required for purnoses of scocurity, snd the uge of oxtreefare traine
end airplenes, where sppropriate.

2+ The exercise of this authority shsll be subject to the issusnce of
properly authenticated trzvel orders in sccordsnce with fgency Regulations
and to the staff and techniesl guidance of the Chief of Logistics.

3« Transportation procured under this authority shall be in accordance
with ap~licable laws, rules, znd reculstions, including the Standardized
Govermment Trevel Rerulations,

CUT'F OF 1LO0ToTICS
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PERSONELL OFFICE
6. MIBEION
o change
7. PURCTIGHES
The Assistant Director {FPersonnel) shalls
a. through e. Ho change
f. Provide personnel service for the Agency to include:
(1) through (10) Mo change

(11) Operation of & central processing service for persornel
perfoming officisl travel.

3
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